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TASK MANAGER 
Assigned Task 

TaskName 0 O 

Recruit volunteers *^ 

Date . *£5*fcO 

Your assigned task must be completed 60 days before the celebration and will take 1 day(s) to complete. 

Description ^— "^^$*(S* 
Will you use volunteers for your event? 



Category 
Miscellaneous 



Assigned to 



John Doe 



15- 2o 
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TASK MANAGER 
Add/Edit Categories 

Enter a new category In the box be tow, then dick Update. To remove a category, select the Delete 
checkbox and dick Update. 

Categories 

Delete Category ^ 
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Update ■ Reset 
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TASK MANAGER 
Add a Task 

Enter a description of the new task In the box below, then use the drop-down menu to select a category, or 
dick Edit Categories to create a new category. Click Submit to add the task to the list. Required fields are 
marked In red. 

Task Info 

Task Description 



Category 




q Date Range 
From: 



O Task must be completed 



ins 

] days before event and will take | | days to complete. 



Submit ■ Reset 



v. 
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TASK MANAGER 
Questionnaire 

Answer Ye* or No to the following questions to ge 
Question Listing 

Select All r 
Yes No 
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1 Will you determine the event objectives? 

2 WW you choose the event she? 

3 Wilt your event site require security? 

4 Will you arrange parking (or the event? 

5 Will you arrange housing tor attendees? 

6 Will you make travel arrangements for the attendees? 
7, Will you hire speakers tor the event? 

8 Wfll you give promotional gifts? 

9 WW you provide Sve music at the event? 
10. WW you plan recreation for the attendees? 

11 Wifl you arrange ground transcorlabon kx the event? 

12. Witt you purchase name badges for the event? 

13. Would you bke to create your own name badges? 

14. Writ attendees be charged a fee for admission? 

15. Will you purchase printed invitations? 

16 WouW you like to create your own Invitations? 

17 Will you order printed programs? 

1 8 Would you like to create the program book? 

19 Will you purchase event reminders to send to the attendees? 

20 Would you fcke to create event reminders to send to the attendees? 

21 WHl you provide a meeting agenda to the attendees? 

22 Will you order place cards for the event? 

23 wai you hke a florist? 

24 wai you rent tables, chairs, heaters, tents, etc ? 

25. Will you hire a professional caterer for your event? • 
28 Writ you hire a bartender? 

27 Wilt you use custom Imens7 

28 Will your event require audio/visual equipment? 

29 Will you need computers, phones or radio equipment on-site? 

30 Will you hire a professional photographer? 

31 Will you hire a professional vtdeographer? 

32 Will you have on -site staff? 

33 Will you be on-site before the event? 

34 Will you ship materials to the event? 

35 Will you provide an evaluation toon to the attendees? 

36 Will you hire a consultant for the event? 

37 Will you use volunteers for your even I? 

38 Are you familiar with ADA requirements? 
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* Click here to return to Home Page 



Attendee : John Doe ' 

Event : User Conference (08-Sep-2001 -12-Sep-2001) 

* Read the Hotel special Instructions / Cancelation Policies 

Click on a hotel name to make a booking 



> The Broadmoor Hotel 



ROOM VARIETY 

Deluxe $290.00 
South Tower Suite $ 495.00 



08Sep 09Sep lOSep USep 12Sep 

Available Available Available Available Available 



The Broadmoor 

Hotel and 

Resort: The 

over-80 year old 

destination 

resort Is the 

longest holder 

of the Mobil 

Rve-Star and 

AAA Five- 
Diamond 

Awards. There 

are seven 

hundred guest 

accommodations 

at The 

Broadmoor. 

These range 

from elegant 

Individual rooms 

to gorgeously 

appointed 

suites. In the i 
historic Main 
building you can 
sleep In rooms 
where the gold 
barons of 
Cripple Creek 
came to rest. Or 
tf you prefer, 
choose a suite 
in the recently 
completed West 
Tower with a 
balcony over the 
golf course. 
Luxuriously 
appointed 
rooms have 
either a king 
bed or two 
double beds, 
comfortable 
period furniture, 
and elegant 
bathrooms. 
Many offer 
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EXPENSE TRACKER 
Expense 

Keep track of expenses and payments. Begin by clicking on a Category or Sub-Category to edit the name. 
Total Estimated Actual Amount Total Payments Balance Due 



$0.00 
Expenses 

EJ Event: User Conference 



$0.00 



$0.00 

mo 



$0.00 



Add Category 



/ 

"1 Category: Entertainment « — *t>£OOD 




Delete 1 

son 



! *1*bty% K — T El Subcategory: Meals _| 


Estimate: $0.00 | Actual: $0.00 


□ 


| ^""pE Subcategory: Other | 


Estimate: $0.00 ] Actual: $0.00 


□ 


I Entertainment Totals: 


Estimate! Expense 
$0.00 | $0.00 


Payment 
$0.00 


Balance 
Due 
$0.00 






CB Category: Miscellaneous 


ESTIMATE: 
$0.00 


ACTUAL: 
$0.00 


□ 




S Category: Transportation 


ESTIMATE: 
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ACTUAL: 
$0.00 


□ 




EE Cateoory: Travel 
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□ 
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EXPENSE TRACKER 
Add Category 

To add a category, select the Add checkbox, enter a name, then click Submit. 
Category 



Add 
F 



Category 



Administrative 

Catering 

Decor 

Entertainment 

Location/Venue 

Media 

Miscellaneous 

PhotographyA/ideography 

Printed Items 

Transportation 

Travel 
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Finance Training 1/15/02-1/17/02 

EXPENSE TRACKER 

Add Expense/Actual Amount 

Enter a name for the expense item and select existing Vendor or add a new Vendor. 
Ail required fields are marked in red. 
Estimate Amount Info 
Expense Ite m 




Actual Amount Info 



Da te of Payment 



Actuai Amount 
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Finance Training 1/15/02 - 1/1 7/02 
EXPENSE TRACKER 
Reports 

View Report 

To view this report in printable form, dick Print Preview. 
Then, go to File on the browser and click Print. 
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EXPENSE TRACKER 
Reports 

Please provide a name for your 
Create Custom Report 

In the box be Sow, enter the name of this report, and then dick Continue. 
To make this report available for others to view, select Let others view. 

Enter the report name: 
lUitimate Report 



C Let others view. 
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Save State: UNSAVED . Ultimat 



EXPENSE TRACKER 
Format Custom Report 

Page Format 

about the information you want In this report and then decide how it should be displayed. For example, It 
__ ote to have all the information for each individual record appear In five rows in one column or the same 
information could be displayed in five columns in a single row. Choose the format that is best for this report. 

Enter the number of columns for the report 

To change the format for the report, enter new row/column numbers and dick Update. 



Data Selection 

Use the drop-down lists to select the data fields to be included in the report 




[ Expense 



Format Preview 



| Expense Date ^ ^^S^^ 



ins 



FIG. 45 



Attorney: James M. Collison 
Docket No.: 47758/JMC/E301 
Inventor(s): Daniel E. Jameson et at. 
Title: METHOD AND SYSTEM FOR INTERNET 
BASED EVENT PLANNING AND EVENT MANAGEMENT 
Sheet 46 of 48 



PREMIERPLANNER 




ATTENDEE 
MANAGER 

MASTER PLANNER 

REGISTRATION 

EVENT INFO CENTER 

MESSAGE MANAGER 

TASK MANAGER 

HOUSING MANAGER 

VENDOR LtST 

EXPENSE TRACKER 

MAIN 

REPORTS 
PHOTO CENTER 



Finance Training 1/15/02-1/17/02 

EXPENSE TRACKER 
Selection Criteria Step 1 of 2 

Expense Categories 

From the columns below, select *Mch groups to be Induced In this report. 
To setect al, click the Seted atl box 

• Administrative 
Consultants 





Shipping/Postage 
□ Telephone/Fax 



Catering 
E Bartenders/Servers 

□ Beverages 

□ CWna/Gtassware/Ftetware 
npood 

OTabtes^haksAJnens 

Decor 

□ Decorations 
FtoweoVCeftferpteces 

H Signage 

Entertainment 

□ Musk; 

Location/Venue 

HAudtofVisual 
F] Equipment Rental 
CI Site Rental 



o Media 

P Press Kits 



« Miscellaneous 

□ Gifts 

□ Gratuities 

□ petty Cash 



• Photography/Videography 

r Photographer 

• Printed Items 

r Invitations 
r Programs 

• Travel 

□ Air 

P Car Rental 
P Hotel 



P Select all 
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Photo Album 

You have no photos selected In your Photo Album. 
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To select which images to display in your photo album, check the boxes next to the mini photos below and 
ctick the Submit button. 
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